
 
COURSE: Office Technology and Communications GRADE(S): 9-12 

UNIT: Business Simulation using Microsoft office TIMEFRAME: 90 days 

 

National Educational Standards for Students (NETS-S): 

ISTE 1a, 1b, 2a, 2b, 2d, 3b, 3c, 3d, 4b, 4c, 4d, 5a, 5b, 5c, 5d, 6a, 6b, 6d 

1a. Apply existing knowledge to generate new ideas, products or processes 

1b. Create original works as a means of personal or group expression 

2a. Interact, collaborate, and publish with peers, experts, or others employing a variety of digital 

environments and media 

2b. Communicate information and ideas effectively to multiple audiences using a variety of  media 

and formats 

2d. Contribute to project teams to produce original works or solve problems 

3b. Locate, organize, analyze, evaluate, synthesize, and ethically use information from a variety of 

sources and media 

3c. Evaluate and select information sources and digital tools based on the appropriateness to specific 

tasks 

3d. Process data and report results 

4b. Plan and manage activities to develop a solution or complete a project 

4c. Collect and analyze data to identify solutions and/or make informed decisions 

4d. Use multiple processes and diverse perspectives to explore alternative solutions 

5a. Advocate and practice safe, legal, and responsible use of information and technology 

5b. Exhibit a positive attitude toward using technology that supports collaboration, learning and 

productivity 

5c. Demonstrate personal responsibility for lifelong learning 

5d. Exhibit leadership for digital citizenship 

6a. Understand and use technology systems 

6b. Select and use applications effectively and productively 

 6d. Transfer current knowledge to learning of new 

technologies. 
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mathematics and apply them to solving non-routine and multi-step problems 

2.4.11 E Demonstrate mathematical solutions to problems 

PA Science and Technology 

3.7.12 A Evaluate computer operations and concepts as to their effectiveness to solve specific 

problems 

3.7.12 C Assess and apply multiple input and output devices to solve specific problems 

3.7.12 D Evaluate the effectiveness of computer software to solve specific problems 

3.8.12 B Apply the use of ingenuity and technological resources to solve specific problems 

3.8.12 C Evaluate the consequences and impacts of scientific and technological solutions 

PA Reading, Writing, Speaking, Listening 

1.1.11 A Locate various texts, media and traditional resources for assigned and independent projects 

before reading 

1.2.11 A Read and understand essential content of informational texts and documents in all 

academic areas 

1.2.11 B Use and understand a variety of media and evaluate the quality of material produced 

1.4.11 B Write complex informational pieces 

1.5.11 A Write with a sharp, distinct focus 

1.5.11 B Writing using well-developed content appropriate for the topic 

1.5.11 C Write with a controlled and/or subtle organization 

1.6.11 A Listen to others 

1.6.11 C Speak using skills appropriate to formal speech situations 

1.6.11 D Contribute to discussions 

1.6.11 E Participate in small and large group discussions and presentations 

1.6.11 F Use media for learning purposes 

1.8.11 B Locate information using appropriate sources and strategies 

1.1.11 F Understand the meaning and apply key vocabulary across the various subject areas 

1.5.11 E Revise writing to improve style, word choice, sentence variety and subtlety of meaning after 

rethinking how questions of purpose, audience and genre have been addressed 

1.5.11 F Edit writing using the conventions of language 

 
UNIT OBJECTIVES: 

General 

 Identify the main components of the user interface 

 Identify the purpose of the commands on the 

menu bar 

 Work with the buttons on the toolbar 

 Work with the pointer in a program 

 Work with text and characters in a program 

Microsoft Publisher 

 Identify the various benefits of using Desktop 

Publishing (DTP) 

 Work with tables and graphics 

 Design a layout for print publications 

 Identify and demonstrate use of common 

toolbar commands 

Microsoft Word 

 Perform basic tasks by using a word processor 

 Identify and demonstrate use of common toolbar 

commands 

 Edit and format text 

 Work with tables and pictures 

 Work with language tools 

Microsoft Excel 

 Identify common components of the 

spreadsheet window 

 Identify and demonstrate use of common 

toolbar commands 

 Enter data into a spreadsheet 

 Demonstrate use of basic mathematical 

operations in a spreadsheet 

 Demonstrate steps to construct a chart and 

or graph 

 Explain the purpose of options available for 

printing a spreadsheet 

Microsoft PowerPoint 

 Identify the basic functionalities offered by 

presentation programs 

 Create a new presentation 

 Add graphics and multimedia to a presentation 

 Identify the options available to print presentations 

Microsoft Access 

 Explain basic database concepts 

 Create a database 

 Work with records in a database 

 Explain what database queries are and how 

they work 



  

 

 

 

 

 

 

 

 

DIFFERENTIATED INSTRUCTION: 

 
 Provide multiple examples 

 Provide multiple media and formats 

 Provide opportunities to practice with 

support 

 Offer adjustable levels of challenge 

 Offer flexible opportunities for 

demonstrating skill 

 Varied graphic organizers to support 

learning 

 
 Highlight critical features 

 Support background context 

 Offer choices of content and tools 

 Offer choices of learning contexts 

 Tiered products 

 Varied rubrics 

 

 

 

   

     

 

      

 

    

  

     

  

       

     

 

  

  

  

      

    

     

  

   

  

    

    

  

    

 

  

  

 

 

 

      

    

 

    

    

   



  

 

 

 

 
COURSE: Office Technology and Communication GRADE(S): 9-12 

UNIT: Interactive Media TIMEFRAME:  90 days 

 

 

 

 

 

 

 

 

 

 
PA Career Education and Work

Pennsylvania Academic Standards: 

13.2.11 C Analyze workplace problems and cite technological solutions 

13.3.11 E Evaluate strategies used to manage time and their application in different work situations 

13.3.11 F Analyze the impact of change on the evolving world economy and the individual’s work 

13.2.11 B Analyze and evaluate complex technical tasks using sophisticated processes 

13.3.11 C Evaluate team member roles to describe and illustrate active listening techniques 

13.1.11 A Analyze career options based on student interests, abilities, aptitudes and accomplishments 

13.1.11 C Evaluate opportunities for career exploration 

PA Mathematics 

2.1.11 A Use operations 

2.2.11 A Develop and use computations concepts, operations and procedures with real numbers in 

problem solving situations 

2.2.11 F Demonstrate skills for using computer spreadsheets and scientific and graphing calculators 

2.6.11 B Use appropriate technology to organize and analyze data taken from the local community 

2.5.11 A Select and use appropriate mathematical concepts and techniques from different areas of 

mathematics and apply them to solving non-routine and mutli-step problems 

2.4.11 E Demonstrate mathematical solutions to problems 

PA Science and Technology 

3.7.12 A Evaluate computer operations and concepts as to their effectiveness to solve specific problems 

3.7.12 C Assess and apply multiple input and output devices to solve specific problems 

3.7.12 D Evaluate the effectiveness of computer software to solve specific problems 

3.8.12 B Apply the use of ingenuity and technological resources to solve specific problems 

3.8.12 C Evaluate the consequences and impacts of scientific and technological solutions 

PA Reading, Writing, Speaking, Listening 

1.1.11 A Locate various texts, media and traditional resources for assigned and independent projects 

before reading 

1.2.11 A Read and understand essential content of informational texts and documents in all  academic 

areas 

1.2.11 B Use and understand a variety of media and evaluate the quality of material produced

      

   

             

        

    

         

 

        

          

   

        

      

    

        

           



  

 

 

 

 

 

 

 

 
 

 

      

        

          

         

     

          

     

           

       

         

              

               

           

         

  

   

            

          

 

         

          

            

           

    

         

            

             

 

    

       

        

       

      

 

 
   

    

        

   

       

   

   

    



  

 

 

 
 

 

 

 

 

 

 

    

  

  

 

 

 

      

    

  

   

     

     

     

     

  

      

   

  

     

    

  

  

 

  

      

  

    

http://www.wotsit.org/
http://acmecoalition.org/free_acme_teaching_resources


  

 

 

COURSE: Office Technology and Communication GRADE(S): 9-12 

UNIT: Foundations of Technology Literacy TIMEFRAME:  90 days 

 

 

 

National Business Education Standards: 

Section 1: Impact on Society: Assess the impact of information technology on society 

Section 2: Computer Architecture: Describe current and emerging computer architecture, install: configure 

Install, and upgrade hardware; diagnose and repair hardware problems 

Section 7: Information Retrieval: Gather, evaluate, use and cite information from information technology 

sources

 
PA Career Education and Work

Pennsylvania Academic Standards: 

13.2.11 C Analyze workplace problems and cite technological solutions 

13.3.11 E Evaluate strategies used to manage time and their application in different work situations 

13.3.11 F Analyze the impact of change on the evolving world economy and the individual’s work 

13.2.11 B Analyze and evaluate complex technical tasks using sophisticated processes 

13.3.11 C Evaluate team member roles to describe and illustrate active listening techniques 

13.1.11 A Analyze career options based on student interests, abilities, aptitudes and accomplishments 

13.1.11 C Evaluate opportunities for career exploration 

PA Mathematics 

2.1.11 A Use operations 

2.2.11 A Develop and use computations concepts, operations and procedures with real numbers in 

problem-solving situations 

2.2.11 F Demonstrate skills for using computer spreadsheets and scientific and graphing calculators 

2.6.11 B Use appropriate technology to organize and analyze data taken from the local community 

2.5.11 A Select and use appropriate mathematical concepts and techniques from different areas of 

mathematics and apply them to solving non-routine and mutli-step problems 

2.4.11 E Demonstrate mathematical solutions to problems 

PA Science and Technology 

3.7.12 A Evaluate computer operations and concepts as to their effectiveness to solve specific problems 

3.7.12 C Assess and apply multiple input and output devices to solve specific problems 

3.7.12 D Evaluate the effectiveness of computer software to solve specific problems 

3.8.12 B Apply the use of ingenuity and technological resources to solve specific problems 

3.8.12 C Evaluate the consequences and impacts of scientific and technological solutions 

PA Reading, Writing, Speaking, Listening 

1.1.11 A Locate various texts, media and traditional resources for assigned and independent projects 

before reading 

1.2.11 A Read and understand essential content of informational texts and documents in all academic 

areas 

1.2.11 B Use and understand a variety of media and evaluate the quality of material produced 

1.4.11 B Write complex informational pieces 

1.5.11 A Write with a sharp, distinct focus 

1.5.11 B Writing using well-developed content appropriate for the topic 

1.5.11 C Write with a controlled and/or subtle organization 

1.6.11 A Listen to others 

      

        

             

            

 

       

      

            

        

         



  

 

 

 
 

UNIT OBJECTIVES: 

3a. Computers, Networks, Internets, and web 2.0: 

 Identify and discuss the variety of technologies used in society, including future trends 

 Outline the history of information technology 

 Identify and describe emerging, current, and obsolete technologies 

 Identify how computers are used in different areas of work, school, and home 

 Investigate current and future trends in information technology 

 Describe a basic computer system and identify computer classifications and associated 

purposes (e.g. desktop, laptop, handheld, server) 

 Explain the relationship between an operating system (system software--Windows, Linux, UNIX, 

MAC, mobile) and application software (word processing, spreadsheets, etc.) 

 Discuss the terminology and components of a successful network 

 Explain basic networking concepts and different network structures 

 List advantages of using a network 

 Differentiate among different types of networks 

 Identify criteria for conducting searches on the Internet 

 Evaluate search results with respect to relevance, reliability, and credibility 

3b. Purchasing Technology: 

 Identify factors that go into an individual or organizational decision on how to purchase 

computer equipment 

 Identify how to maintain computer equipment and solve common problems relating to 

computer hardware 

 Investigate basic issues affecting system purchase and upgrade decisions 

 Compare and contrast operating systems 

3c. Research and Information Literacy: 

 Access and explain various types of online resources 

 Use Web browser functions to access information (e.g., favorites, tags, feeds, and social 

bookmarking) 

 Use appropriate search procedures (e.g., boolean, key word, natural language, and 

directory) 

 Evaluate Web content for accuracy, authority, objectivity, currency and coverage 

 Validate the accuracy of information during a research topic by reviewing each author’s 

credentials, perspective, or bias 

 Recognize issues related to information accuracy, rights, and conduct 

 Classify, order, and interpret retrieved information 

 Cite sources of all data 

 

 

 

 

          

     

           

       

         

              

               

           

         

 

 

   

 

 

   

   



  

 

 

 

 

 

 

 

 
 

 

 

  

   

 

 

    

  

  

 

 

 

  

   

     

     

     

     

  

      

   

  

     

    

  

  

 

   

   

   

   

   

     

http://www.computerhistory.org/
http://www.w3.org/WAI/ER/tools/Overview.html
http://www.informationliteracy.org/
http://eduscapes.com/tap/topic32.htm
http://www.go2web20.net/
http://www.techpark.net/


  

 
COURSE: Office Technology and Communication GRADE(S): 9-12 

UNIT: Digital Literacy and Cyber Citizenship TIMEFRAME:  90 days 

 

 

 

National Business Education Standards: 

Section 5: Application Software: Identify, evaluate, select, install, use, upgrade, and customize 

application software; diagnose and solve problems resulting from an application software’s 

installation and use 

Section 15: Risk Management: Design and implement risk management policies and procedures for 

information technology 

Section 16: Privacy and Ethics: Describe, analyze, develop and follow policies for managing privacy 

and ethical issues in organizations and in a technology based society 

Pennsylvania Academic Standards: 

PA Career Education and Work 

13.2.11 C Analyze workplace problems and cite technological solutions 

13.3.11 E Evaluate strategies used to manage time and their application in different work situations 

13.3.11 F Analyze the impact of change on the evolving world economy and the individual’s work 

13.2.11 B Analyze and evaluate complex technical tasks using sophisticated processes 

13.3.11 C Evaluate team member roles to describe and illustrate active listening techniques 

13.1.11 A Analyze career options based on student interests, abilities, aptitudes and accomplishments 

13.1.11 C Evaluate opportunities for career exploration 

PA Mathematics 

2.1.11 A Use operations 

2.2.11 A Develop and use computations concepts, operations and procedures with real numbers in 

problem-solving situations 

2.2.11 F Demonstrate skills for using computer spreadsheets and scientific and graphing calculators 

2.6.11 B Use appropriate technology to organize and analyze data taken from the local community 

2.5.11 A Select and use appropriate mathematical concepts and techniques from different areas of 

mathematics and apply them to solving non-routine and mutli-step problems 

2.4.11 E Demonstrate mathematical solutions to problems 

PA Science and Technology 

3.7.12 A Evaluate computer operations and concepts as to their effectiveness to solve specific 

problems 

3.7.12 C Assess and apply multiple input and output devices to solve specific problems 

3.7.12 D Evaluate the effectiveness of computer software to solve specific problems 

3.8.12 B Apply the use of ingenuity and technological resources to solve specific problems 

3.8.12 C Evaluate the consequences and impacts of scientific and technological solutions 

PA Reading, Writing, Speaking, Listening 

1.1.11 A Locate various texts, media and traditional resources for assigned and independent projects 

before reading 

1.2.11 A Read and understand essential content of informational texts and documents in all 

academic areas 

1.2.11 B Use and understand a variety of media and evaluate the quality of material produced 

1.4.11 B Write complex informational pieces 

1.5.11 A Write with a sharp, distinct focus 

1.5.11 B Writing using well-developed content appropriate for the topic 

1.5.11 C Write with a controlled and/or subtle organization 

1.6.11 A Listen to others

      

       

               

            

             

            

 

       

      



  

 

 

 

 

 

 

 

 

 

 

          

     

           

       

         

              

               

           

         

  

         

           

   

          

  

           

        

       

            

  

      

      

          

          

      

        

           

      

        

       

         

      

 

 

   

 

 

   

   

 

   

 

 

    

  

  

 

 

 

   

  

   

        



  

 

 

 

 

      

     

     

  

      

      

    

  

  

 

    

     

   

 

http://library.case.edu/copyright/
http://www.teachingcopyright.org/
http://www.ncsl.org/default.aspx?tabid=13495


  

 
COURSE: Office Technology and Communication GRADE(S): 9-12 

UNIT: Social Media and Collaboration TIMEFRAME: 90 days 

 

 

 

National Business Education Standards: 

Section 12: Network Applications: Use, evaluate, and deploy communications and networking 

applications. 

 
PA Career Education and Work

Pennsylvania Academic Standards: 

13.2.11 C Analyze workplace problems and cite technological solutions 

13.3.11 E Evaluate strategies used to manage time and their application in different work situations 

13.3.11 F Analyze the impact of change on the evolving world economy and the individual’s work 

13.2.11 B Analyze and evaluate complex technical tasks using sophisticated processes 

13.3.11 C Evaluate team member roles to describe and illustrate active listening techniques 

13.1.11 A Analyze career options based on student interests, abilities, aptitudes and accomplishments 

13.1.11 C Evaluate opportunities for career exploration 

PA Mathematics 

2.1.11 A Use operations 

2.2.11 A Develop and use computations concepts, operations and procedures with real numbers in 

problem-solving situations 

2.2.11 F Demonstrate skills for using computer spreadsheets and scientific and graphing calculators 

2.6.11 B Use appropriate technology to organize and analyze data taken from the local community 

2.5.11 A Select and use appropriate mathematical concepts and techniques from different areas of 

mathematics and apply them to solving non-routine and mutli-step problems 

2.4.11 E Demonstrate mathematical solutions to problems 

PA Science and Technology 

3.7.12 A Evaluate computer operations and concepts as to their effectiveness to solve specific 

problems 

3.7.12 C Assess and apply multiple input and output devices to solve specific problems 

3.7.12 D Evaluate the effectiveness of computer software to solve specific problems 

3.8.12 B Apply the use of ingenuity and technological resources to solve specific problems 

3.8.12 C Evaluate the consequences and impacts of scientific and technological solutions 

PA Reading, Writing, Speaking, Listening 

1.1.11 A Locate various texts, media and traditional resources for assigned and independent projects 

before reading 

1.2.11 A Read and understand essential content of informational texts and documents in all 

academic areas 

1.2.11 B Use and understand a variety of media and evaluate the quality of material produced 

1.4.11 B Write complex informational pieces 

1.5.11 A Write with a sharp, distinct focus 

1.5.11 B Writing using well-developed content appropriate for the topic 

1.5.11 C Write with a controlled and/or subtle organization 

1.6.11 A Listen to others 

1.6.11 C Speak using skills appropriate to formal speech situations 

1.6.11 D Contribute to discussions 

1.6.11 E Participate in small and large group discussions and presentations 

1.6.11 F Use media for learning purposes

      

       

              

   

            

             

            

 

       

      



  

 

 

 

 

 

 

 

 

 

 

 

 

 
COURSE: Office Technology and Communication GRADE(S): 9-12 

UNIT: Geographical Positioning Technologies TIMEFRAME:  90 days 

 

 

         

              

               

           

         

  

      

     

     

       

         

            

        

              

 

        

    

     

     

           

 

    

  

  

 

 

 

   

  

   

        

           

         

        

    

      

 

  

   

 

 

     

         

           

            

              

http://www.opensource.org/


  

 

 

 

National Business Education Standards: 

Section 5: Application Software: Identify, evaluate, select, install, use, upgrade, and customize 

application software; diagnose and solve problems resulting from an application software’s 

installation and use. 

 
PA Career Education and Work

Pennsylvania Academic Standards: 

13.2.11 C Analyze workplace problems and cite technological solutions. 

13.3.11 E Evaluate strategies used to manage time and their application in different work situations 

13.3.11 F Analyze the impact of change on the evolving world economy and the individual’s work 

13.2.11 B Analyze and evaluate complex technical tasks using sophisticated processes 

13.3.11 C Evaluate team member roles to describe and illustrate active listening techniques 

13.1.11 A Analyze career options based on student interests, abilities, aptitudes and accomplishments 

13.1.11 C Evaluate opportunities for career exploration 

PA Mathematics 

2.1.11 A Use operations 

2.2.11 A Develop and use computations concepts, operations and procedures with real numbers in 

problem-solving situations 

2.2.11 F Demonstrate skills for using computer spreadsheets and scientific and graphing calculators 

2.6.11 B Use appropriate technology to organize and analyze data taken from the local community 

2.5.11 A Select and use appropriate mathematical concepts and techniques from different areas of 

mathematics and apply them to solving non-routine and mutli-step problems 

2.4.11 E Demonstrate mathematical solutions to problems 

PA Science and Technology 

3.7.12 A Evaluate computer operations and concepts as to their effectiveness to solve specific 

problems 

3.7.12 C Assess and apply multiple input and output devices to solve specific problems 

3.7.12 D Evaluate the effectiveness of computer software to solve specific problems 

3.8.12 B Apply the use of ingenuity and technological resources to solve specific problems 

3.8.12 C Evaluate the consequences and impacts of scientific and technological solutions 

PA Reading, Writing, Speaking, Listening 

1.1.11 A Locate various texts, media and traditional resources for assigned and independent projects 

before reading 

1.2.11 A Read and understand essential content of informational texts and documents in all 

academic areas 

1.2.11 B Use and understand a variety of media and evaluate the quality of material produced 

1.4.11 B Write complex informational pieces 

1.5.11 A Write with a sharp, distinct focus 

1.5.11 B Writing using well-developed content appropriate for the topic 

1.5.11 C Write with a controlled and/or subtle organization 

1.6.11 A Listen to others 

1.6.11 C Speak using skills appropriate to formal speech situations 

1.6.11 D Contribute to discussions 

1.6.11 E Participate in small and large group discussions and presentations 

1.6.11 F Use media for learning purposes 

1.8.11 B Locate information using appropriate sources and strategies 

1.1.11 F Understand the meaning and apply key vocabulary across the various subject areas 

1.5.11 E Revise writing to improve style, word choice, sentence variety and subtlety of meaning after 

rethinking how questions of purpose, audience and genre have been addressed 

1.5.11 F Edit writing using the conventions of language
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